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DA Boards Volunteer Selection Process: Steps to volunteer for a DA Board and the steps taken by NGB for Board
member selection and member notification

Point of Contact
Division: Boards Section (ARNG-HRP-R)

Description

The NGB Board/Panel Member and Volunteer Selection Process is for all ARNG Soldiers who are eligible to serve as
members on an NGB Board or Panel, and outlines steps in applying and being selected for participation. The process
takes place when the Board/Panel Calendar is created. ARNG Soldiers from the States are called upon to serve on
National Guard Bureau Boards and Panels (not to be confused with Department of the Army Mandatory Promotion
Boards). This process details how Soldiers can, using the Volunteer Database, volunteer to serve on these boards and
the subsequent steps taken for selection and notification. The NGB Boards Branch of HRP will query the Volunteer
Database for eligible Soldiers to serve on the necessary board. The database is populated by Soldiers navigating to the
HRP website of Guard Knowledge Online (GKO) and submitting their information as a candidate. Upon successful
selection, the members are input into the Consolidated Boards Program.

Regulations and Supporting Resources
AR 600-9, The Army Weight Control Program

GKO Website Volunteer Page

Documents and Forms
Bio

Board/Panel Announcement

Board/Panel Calendar


http://www.apd.army.mil/pdffiles/r600_9.pdf
https://apps2.ngb.army.mil/bve/bveHome.aspx

Board/Panel Catalog

Board Volunteers Database Form

Candidate Spreadsheet

DA Form 2-1, Personnel Qualification Record

DA Form 5500, Body Fat Content Worksheet (Male)

DA Form 5501, Body Fat Content Worksheet (Female)

DA Form 705, Army Physical Fitness Test Scorecard

DA Photo

DD Form 1610, Request and Authorization for TDY Travel of DOD Personnel

Enlisted Record Brief (ERB)

MEDPRO Statement

Memorandum for Travel Authorization (TA)
Memorandums of Instruction (MOI)

Officer Record Brief (ORB)


https://apps2.ngb.army.mil/bve/bveDataEntry.aspx
http://www.apd.army.mil/pub/eforms/pdf/a2_1.pdf
http://www.apd.army.mil/pub/eforms/pdf/a5500.pdf
http://www.apd.army.mil/pub/eforms/pdf/a5501.pdf
http://www.apd.army.mil/pub/eforms/pdf/a705.pdf
http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd1610.pdf

Request for Orders (RFO)
TAG Letter

Related Processes
NGB Boards Annual Calendar Creation Process
The steps taken annually to create the yearly NGB Board/Panel Calendar and Catalog

NGB Board Conduction Process
Convening and conducting an NGB Board/Panel

NGB Post-Board Process
Process for obtaining approval of NGB Board and Panel Results

Systems

Board Volunteers Database

This database is accessed via GKO. Soldiers enter their pertinent data, in accordance with the questions posed, to
volunteer to serve as a board member. The Board Recorder will access this database to fill board member seats. In the
event there are not enough qualified and is used to volunteer to participate in a NGB Board/Panel. It is accessed by the
Board Recorder to find volunteers before querying TAPDB-G for non-volunteer Board participants. The Boards Volunteers
Database serves as an updated archive of willing NGB Board volunteers.

Consolidated Boards Program (CBP)
This Program assists the HRP Boards Section in generating board members as well as necessary minority reports. It also
automates the voting process of the actual board and runs reports accordingly.

Defense Travel System (DTS)
DTS is a fully integrated, electronic, end-to-end travel management system that automates temporary duty travel (TDY)
for the Department of Defense. It allows travelers to create authorizations (TDY travel orders), prepare reservations,



http://www.defensetravel.osd.mil/

receive approvals, generate travel vouchers, and direct deposit payment to themselves and the government charge card
vendor, all via a single web portal available 24 hours a day, seven days a week. The Business Transformation Agency
has program oversight and the Defense Travel Management Office, Office of the Under Secretary of Defense for
Personnel and Readiness has functional oversight.

Guard Knowledge Online (GKO)

Guard Knowledge Online (GKO) is a Web portal that provides support functionality to the National Guard community. The
primary role of GKO is a knowledge management tool for information sharing through the entire Army National Guard
community, including document, file, and image libraries. The site provides check-in / check-out version control, change
notification, and announcement posting. The GKO calendar can integrate with Microsoft Outlook to manage and track
tasks and meetings. In addition, GKO allows for audience specific threaded discussion pages and easy survey creation.

Total Army Personnel Database — Guard (TAPDB-G)

TAPDB-G is a data repository system designed to serve as an archive for personnel information for all ARNG personnel
(officer and enlisted). The system is responsible for pushing information fed by Standard Installation/Division Personnel
System (SIDPERS) transactions to the Integrated Total Army Personnel Database (ITAPDB). In the event there are not
enough qualified candidates in the Boards Volunteer Database, the Board Recorder will query for eligible participants.
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https://gko.ngb.army.mil/Login/welcome.aspx
https://gkoportal.ngb.army.mil/sites/ARNG/G1/ARP/S/TAPDB-G/default.aspx
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DA Boards Volunteer Selection Process: Steps to volunteer for a DA Board and the steps taken by NGB for
Board member selection and member notification

Regulations
and
Activity/Decision Point Supporting Documents
Name Description Resources and Forms  Systems
1 Navigate to volunteer page on  |Board Member candidate navigates to the GKO Website
Guard Knowledge Online (GKO) |volunteer page on GKO website. Volunteer Page
2 Read acknowledgement page Board Member candidate clicks "Continue" on

home page and reads the acknowledgement
page to make sure that they meet the minimum
requirements to participate on a DA Board.

3 Fill in required fields Board Member candidate clicks on the iconto [AR 600-9 Board Required Fields: Name,
start the application process and fills in the Volunteers Rank, State, Gender, Race,
required fields to participate on the Board. Database Form Clearance, Clearance

Status, Branch, MOS, MRD
DA Form 705 Date, Gstaff (T10 AGR),

Functional Area, Current
Assignment, Been
deployed?, Meet IAW AR
600-9?, Have current DA
Form 7057, Email address,
Phone, Comments, and
Past Board Membership
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Activity/Decision Point

No. Name

Description

Regulations
and

Supporting
Resources

Documents
and Forms

Systems

Upload forms Board Member candidate submits the required Bio Board
(Board Volunteers Database) forms by following the onscreen prompts. Volunteers
DA Form 2-1 Database
Enlisted Record
Brief (ERB)
Officer Record
Brief (ORB)
5 Send Board Requirements Human Resources Command (HRC) sends
Board requirements to HRP-R Boards Section
via PDF email attachment.
6 Receive Board Requirements HRP-R Boards Section receives Board
requirements from HRC via email attachment.
7 Query possible members (Board |60-90 days before each Board, HRP-R Boards Board
Volunteers Database) Section queries potential Board candidates via Volunteers
the Board Volunteers Database per the Board Database
Requirements.
8 Meet Board requirements? HRP-R Boards Section determines if the pool
of applicants is satisfactory and meets the
Board requirements.
9 Query possible members If HRP-R Boards Section determines that the TAPDB-G
(TAPDB-G) pool of applicants is not satisfactory, HRP-R
Boards Section queries additional possible
candidates in Total Army Personnel Database-
Guard (TAPDB-G).
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No.

Activity/Decision Point
Name
Contact possible members

Description
When the pool of applicants is satisfactory,
HRP-R Boards Section contacts potential
Board members and receives a yes or no
response until Board membership
requirements are met. Contact is made first
through email and then followed up by phone
calls. HRP-R Boards Section also requests
submission of required forms upon member
accepting mission.

Regulations
and

Supporting
Resources

Documents
and Forms
Bio (for
Generals)

DA Form 2-1 or
ORB (for
LTC/COL)

DA Form
5500/5501

DA Photo

MEDPRO
Statement

TAG Letter

Systems

11

Accept mission?

Board Member candidate chooses to accept or
reject the mission to serve on the Board from
HRP-R Boards Section.

12

Submit required forms

Board Member candidate submits the required
forms and appropriate documents to HRP-R
Boards Section required for Board membership
via email.

13

Receive information

HRP-R Boards Section receives Board
Member candidate information.

14

Meet Board requirements?

HRP-R Boards Section ensures the Board
Member Candidate still meets the Board
requirements.

15

Send Nomination Letter for
approval

HRP-R Boards Section compiles the
Nomination Letter to include all nominated
Board Members and sends to HRP Division
Chief for signature.
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No.

Activity/Decision Point
Name

Receive and approve
Nomination Letter

Description
HRP Division Chief receives the Nomination
Letter from HRP-R Boards Section, approves
Board Member nomination, returns the
document to HRP-R Boards Section for
submission to HRC.

Regulations
and

Supporting
Resources

Documents
and Forms

Systems

17

Send Nomination Letter and
Packet for approval

HRP-R Boards Section receives the HRP
Division Chief-approved Nomination Letter and
forwards to HRC for signature via email PDF
attachment. A packet of the Board Member's
forms is also sent.

18

Receive documents

HRC receives HRP-R Division Chief approved
Nomination Packet containing the Nomination
Letters and forms from HRP-R Boards Section.

19

Approve nomination?

HRC approves or denies the mission based on
HRC standards. If denied, more candidates
must be found.

20

Ask to find more candidates

If candidates are denied, HRC asks HRP-R
Boards Section to find more Board Member
candidates.

21

Send Request for Orders (RFO)
template

If candidates are approved, HRP-R Boards
Section sends RFO template via email to
Board Member.

There are two different RFO
templates: M-Day and AGR.

22

Complete RFO

Board Member completes RFO and returns it
to HRP-R Boards Section via email.

23

Receive and forward RFO

HRP-R Boards Section receives completed
RFO and forwards it to the HRP-R Budget
Officer.

24

Receive RFO

HRP-R Budget Officer receives the completed
RFO from HRP-R Boards Section.

25

MDay or AGR Soldier?

HRP-R Budget Officer determines if Board
Member is Title 10 or Title 32 AGR, or Title 32
MDay.
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Regulations
and

Activity/Decision Point Supporting Documents
\[o} Name Description Resources and Forms  Systems
Create Memo for Travel If Board Member is MDay, HRP-R Budget States will be asked to cut
Authorization (TA) Officer creates a Memo for TA from the RFO pay allowance and travel
with specific instructions for the type of orders orders.
to be cut.
27 Approve Memo for TA HRP-R Division Chief signs the Memo for
Authorization and returns it to HRP-R Budget
Officer.
28 Send approved TA and RFO HRP-R Budget Officer sends approved Memo
for Authorization on Board Member to State

G1/USPFO.

29 Cut and send orders State G1/USPFO cuts and sends orders via State cuts pay allowance
email for the Board Member. and travel orders.

30 Approve RFO HRP Division Chief signs RFO and returns it to

HRP-R Budget Officer.

31 Email Soldier approved orders |HRP-R Budget Officer sends approved RFO to
Board Member.

32 Soldier in DTS? HRP-R Budget Officer determines if Board DTS
Member is in the Defense Travel System
(DTS)? If they are not, Board Member follows
the protocol contacts HRP-R Budget Officer to
create account.

33 Create DTS account for Soldier |[If Soldier is notin DTS, HRP-R Budget Officer DTS
(DTS) creates a DTS accouns for the Soldier.

34 Send email requesting to fill out |If Board Member is in DTS, HRP-R Budget DTS
DTS information Officer sends an email to Board Member

requesting that he/she fills out the required
DTS information.

35 Fill out TA Board Member receives the email from HRP-R DTS
(DTS) Budget Officer and fills out Travel Authorization
(TA) in DTS.
36 Email HRP-R Budget Officer to |Board Member emails the HRP-R Budget DTS
change Line of Accounting Officer to prompt the change of the LOA in
(LOA) DTS.
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No.

Activity/Decision Point
Name

Description

Regulations
and

Supporting Documents
Resources and Forms  Systems

Change LOA HRP-R Budget Officer changes the LOA for the
(DTS) Soldier in DTS.
38 DTS orders get approval through|Board Member receives approval by submitting DTS
Chain of Command (DTS) DTS orders through their normal Chain of
Command.
39 Receive orders and forward Board Member receives orders from State
G1/USPFO and forwards a copy to HRP-R
Boards Section.
40 Receive copy and forward HRP-R Boards Section receives copy of orders
additional copies from Board Member and forwards additional
copies to HRP-R Budget Officer and HRC.
41 Receive copy of orders HRP-R Budget Officer receives a copy of
Board Member's orders from HRP-R Boards
Section.
42 Receive copy of orders HRC receives a copy of the Board Member's
orders from HRP-R Boards Section.
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